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EXERCISE 


Additional  Question 

Answer  the  following  questions. 

i.  What  are  the  two  main  kinds  of  letters? 

Ans.  These  are: 

i.  Formal  Letters  ii.  Informal  Letters 

ii.  What  are  the  informal  letters? 

Ans.  These  are  letters,  written  to  the  friends  and  relatives. 
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iii.  How  many  parts  are  there  of  letters? 

Ans.  There  are  three  parts  of  letters. 

iv.  What  is  the  application  about? 

Ans.  This  application  is  of  a father  to  the  Head  master  / Head  misters  of  his  son/daughter  requesting 
him  / her  to  grant  leave  for  one  week. 

v.  Whom  is  the  application  addressed  to? 

Ans.  It  is  addressed  to  t.he  headmaster. 

vi.  Which  thing  is  attached  with  the  application? 

Ans.  Medical  certificate  is  attached  with  the  application. 

vii.  For  what  does  the  father  take  responsibility? 

Ans.  The  father  takes  responsibility  of  covering  deficiency  in  courses. 

viii.  What  was  the  second  letter  about? 

Ans.  It  was  about  paper  in  English. 

ix.  Which  part  in  the  second  letter  was  mentioned  difficult? 

Ans.  The  portion  or  part  of  the  poetry  was  mentioned  difficult. 

x.  What  was  the  reason  for  anxiety  for  the  writer  of  the  second  letter? 

Ans.  The  writer  did  not  have  time  for  revision. 

Choose  the  most  appropriate  answers: 

i.  You  are  writing  a letter  to  a friend.  How 
would  you  salute  him? 

a)  Dear  Friend  b)  Dear  Madam  iv. 

c)  Respected  Friend  d)  Dear  Sir 

ii.  You  are  writing  an  application  to  the 
headmaster  requesting  for  a leave  would 
you  start  as? 

a)  How  are  you? 

b)  My  application  will  find  you  in  the  best 
of  health. 

c)  This  is  to  inform  you  that  I am  not  well, 
o')  With  reference  to  your  advertisement. 

iii.  You  are  writing  a letter  to  your  father 
thanking  him  for  the  gift.  Your  first  words 
would  be: 

Missing  Letters: 

i.  Gramm r ii.  Lang age  iii. 

iv.  Complime tary  v.  Sal tation  vi. 


a)  I miss  you  b)  I see  you 

c)  I feel  very  pleased  d)  I feel  very  sorry 
You  have  written  a formal  letter.  How 
would  you  write  the  complimentary  close? 
a)  Yours  sincerely  b)  Your  loving 

c)  Your  loving  son  Ali 

d)  Your  affectionately 

Where  will  you  write  your  address? 
a)  In  the  middle  of  the  page. 

On  the  left  side  of  the  page, 
on  the  top  right  hand  side  of  the  page, 
at  the  end  of  the  page. 


b) 

c) 

d) 


Form t 

Requ sites 


Match  the  words  similar  in  meaning  in  List  'A'  with  'B'  and  write  the  answer  in  'C' 


List  ’A' 

List  'B‘ 

List  ‘C 

0) 

Conversation 

Feelings 

(ii) 

Personal 
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m 

Casual 

Particular 

(iv) 

Specific 

Informal 

(v) 

Sentiments 

Talk 
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Use  the  following  words  in  your  own  sentences. 


Words 

Meanings 

Sentences  1 

Conversation 

P 

A letter  is  a conversation  by  post. 

Communicate 

We  write  letters  to  communicate  with  our  friends  and 
families. 

Wedding 

The  wedding  of  my  brother  will  come  about  next  month. 

Business 

Our  business  is  flourishing  day  by  day. 

Complaints 

Many  complaints  have  been  registered  in  the  police  office 
against  you. 

t Requisites 

c,  L;iy 

What  are  the  requisites  of  letter  writing? 

Unable 

6»W|>f 

He  is  unable  to  attend  the  school  because  of  illness. 

Complimentary 

d :/ 

Complimentary  close  is  an  essential  part  of  letter  writing;. 

Performance 

JLCi ( 

His  performance  in  the  test  is  not  satisfactory. 

Whole 

r* 

He  kept  waiting  for  his  brother  the  whole  day. 

Attend 

Why  do  you  not  attend  your  class? 

Signature 

Your  signatures  are  very  fictitious. 

Satisfied 

1 am  not  satisfied  with  my  present  status. 

Casual 

He  wore  casual  dress. 

Informal 

Informal  letters  are  written  to  relatives  and  friends. 

Post 

Jh 

A letter  is  a conversation  by  post. 

Information 

The  police  were  given  wrong  information  about  the  murder. 

Official 

6^/ 

Official  letters  are  considered  formal  letters. 

Mood 

W 

How  is  his  mood? 

Grant 

Please  grant  me  leave  only  for  today. 

Sentiments 

tZsljf 

Sentiments  and  feelings  have  no  value  in  this  utilitarian 
world. 

Certificate 

JS* 

The  principal  gave  away  certificates. 

Answers 


M.C.Qs. 

i.  a ii.  c iii.  c iv.  a v.  c 

Missing  Letters: 

i.  a ii.  u iii.  a iv.  n v.  u vi.  i 

Match  Lis't  ’C1 
i.  talk  ii.  Private 


iii.  Informal  iv.  Precise  v.  Feelings 


